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Introduction: Primary Care Officer Portal User Guide 
 
Goal: A State Primary Care Officer (PCO) will be able to review a site application and submit a recommendation for a site applying 
to the NHSC. 
 
 NHSC Site Application Process 

1. Submit Site Application Online 
2. PCO Review and Recommendation 
3. Regional Office Review and Final Decision 

 
At the completion of this process the a site’s application has been reviewed by their State Primary Care Officer and have received a 
recommendation for the NHSC. 
 
Preconditions:  Before the PCO can submit a recommendation, a site administrator must complete and submit a site application. 
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Section 1: Site Application Process Diagram 
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Section 2: PCO Portal Account Management 
 

Creating an Account 
Only NHSC recognized PCOs will be able to register accounts on 
the PCO portal.  When registering for a PCO Portal account, the 
State PCO must use the email address NHSC has on file for the 
registration. 
 
Steps: 

1. Navigate to the NHSC Primary Care Officer Portal 
2. Select “Create Primary Care Officer Account” 
3. Complete the fields on the “Create My Account” page 
4. Select  

 
Note: The user will receive a confirmation message when their 
registration is successful.  An email is also sent to the email 
address used to register.  Use the link in the email to activate the 
account.  The account will be inaccessible until activated. 
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Logging into the PCO Portal 
Only users that have created an account in the NHSC PCO Portal will be able to log in.  If you have not created an account please 
reference the previous section “Creating an Account” 
 
Steps: 

1. Enter the email address registered with the 
account 

2. Enter the password 
3. Select  
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Retrieving a Lost or Forgotten Password 
The system will lock an account after three (3) unsuccessful login attempts.  In the event that the user has either lost or forgotten their 
password and are locked out of the system, use the following steps to reset the password. 
 
Steps: 

1. Select the “Forgot Your Password?” link on the login 
page 

2. Enter the email address used to register your account, 
select  

3. Answer the security question you created during 
registration, select  

4. Check you email for a link to reset your password 
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Section 3: Reviewing an Application 
 

Choosing an Application from the Task List 
On the PCO Portal landing page the PCO is presented with a task list of applications awaiting their review.  All tasks that are either 
awaiting or under review by the PCO will appear in this list.  In order to begin reviewing a site application, select “Review 
Application” for the site in the list you wish to review. 
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Reviewing the Site Information 
The first page of the application is the “Site Information” page.  
Here the user can review and edit any incorrect information before 
proceeding. 
 
Steps: 

1. Review each field, editing as necessary 
2. Select  to proceed to the next page. 

 
Save for Later: 
At anytime while reviewing the application, the user can select 

.  All the current information on the form is saved and 
the user is returned to the task list. 
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Selecting Health Professional Shortage Areas (HPSA) 
Each application requires HPSAs to be identified for the site in order to verify that it is eligible to be part of the NHSC.  Only sites that 
reside in at least one valid HPSA are eligible to be a part of the NHSC.  New to the online process, the State PCOs will be responsible 
for selecting HPSAs on each site application. 
 
Steps: 

1. Click the link for the “HPSA Find Tool” 
to search for valid HPSAs (external web 
page)* 

2. Enter the HPSA ID and select  
3. When finished entering HPSAs for the 

site, select  
 
HPSA Rules: 

1. A site must be assigned at least one (1) 
HPSA 

2. A site may not be assigned more than six 
(6) HPSAs 

3. A site may not be assigned more than 
one (1) HPSA of each type (e.g. Primary 
Medical Care, Dental, and Mental Health), 
unless one of the HPSAs is an Auto-HPSA. 

 
*The HPSA Find Tool is an online tool furnished by the Health Resources and Services Administration (HRSA) that allows the user to 
search for HPSAs by address.  For information on using the HPSA find tool, refer to documentation on the tool site. 
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Reviewing and Uploading Supporting Documents 
Each application requires supporting documentation in order to 
prove NHSC eligibility.  Site Administrators may have either 
uploaded or faxed documents for review.  On this page, the PCO 
has the opportunity to review any uploaded supporting 
documents and to upload any additional documentation faxed to 
the PCO by the site administrator. 
 
Steps: 

1. Review uploaded documents 
2. Upload any faxed documents to the application 

All documents required for the site will need to be 
uploaded before a PCO recommendation can be 
submitted 

3. Select  to proceed to the next page 
 
Note:  If the Site Administrator faxed hard copy of any of the 
supporting documents, the message in the red box will appear on 
this page.  This notification informs the PCO to expect some 
documents related to this application to be faxed. 
 
Note:  The “Site Visit Report” (see red oval) is a document 
unique to PCOs and BCRS Regional Officers.  If a site visit was 
performed a Site Visit Report will be required.  
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Submitting a Site Recommendation 
The final step in the PCO review is submitting a recommendation 
for the site.  The PCO will have to complete a table of verification 
criteria before submitting a recommendation. 
 
Steps: 

1. Select the box next to “Site Visit Recommended” to flag 
the site as needing a site visit 

a. If a site visit has been completed, select the box 
next to “Site Visit is Complete” and enter the date 
of the site visit in the box 

Note:  If “Site Visit is Complete” is checked, a Site Visit 
Report must be uploaded on the Supporting Documents 
page in order to submit an application. 

2. Complete the verification table (see next page for detail) 
3. Select recommendation for the site (e.g. Yes, No or Defer 

to NHSC) 
Deferring to NHSC sends the application to the 
appropriate BCRS regional office without an application 
from the PCO. 

4. Enter a comment in the box provided 
5. Select  

 
 
Note:  Once a recommendation has been submitted, the user will 
be returned to the landing page.  A confirmation message will be 
shown and the site’s application will be removed from the task list. 
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Site Verification Table: 
The site verification table lists the key criteria required for NHSC 
eligibility.  The PCO cannot submit a recommendation without a 
completed verification table. 
 
For each criterion (row): 

1. Select a verification method used to verify the criteria  
2. Select the verification outcome 

 
 

Verification Methods Allowable Outcomes 
Site Visit, Phone Call, 
Email, Other Communication, 
Supporting Documentation 

Verified 
Not Verified 
Not Applicable 
Unknown 
Deferred 

Not Applicable Not Applicable 
Did Not Verify Not Verified 

Unknown 
Defer to NHSC Deferred 


